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HRBEN
BENEFITS ADMINISTRATION

Chapter 5 —
Maintain Employee Benefits Data
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Master Employee Benefits Data
Life Event Change

Agency Benefits Specialist
Receives Notification
of Life Event Change
via the Change For

!

Process
asa
Family Status
Change

Add or Delete
Dependent

(no pre-tax deduction

changes)

HIPAA only
(no pre-tax deduction
changes)

Post-Tax Change?

Create/ Maintain Dependent (s)

Perform Anytime Perform HIPAA Change (PA30- (PA30) then update Employee’s
Change (HRBEN0001) Adjustment Reason-system Dependent coverage (HRBEN0001)
] sends you to HRBEN0001) Select Anytime Changes or
L} Miscellaneous Changes. Il |
= =

A,
AASIS automatically
updates Benefits Payroll
deductions and AASIS
sends electronic interface
to EBD. i
AASIS Support Center, DiAnnette Scott ‘}ﬁ
July’04, Revised to 7V5.0
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The Agency Benefits Specialist reviews the Employee’s Change form,
compares the new selections against existing benefits to verify changes
and requests event documentation such as a Birth Certificate, Marriage
license, Divorce decree, ect.

If Pre-Tax Deductions are affected due to a Family Status Change, the
Agency Benefits Specialist must sign the Employee’s Change form,
makes a copy for their records and forward the original form and
documentation to FBMC approval. The Agency Benefits Specialist will
process the employee’s changes and send a copy of the form with
documentation to imaging per EBD’s Policies and Procedures.

The effective date for a life event change in AASIS must not be a date in
a closed fiscal year. If it is necessary for the agency to have Master
Data corrected in a closed fiscal year, the agency must send a request
with justification to the Office of Personnel Management/State Payroll
(fax number 501-682-5094) for approval.
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Exercise
Scenario #5

» Display an employee’s Benefits Data. To do
this, view the Employee’s Medical Plan
information and note any dependent
coverage they may have. Take this
opportunity to explore several Infotypes.

» *Display this exercise with Transaction code PA20.
al~
25
g 5-3
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Demonstration

- Display Employee Benefit Data

Human Resources > Personnel Management >
Administration > HR Master Data > Display
(PA20)

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

& | Pez0 Ba I S@an BEHE ahoan HEE @M
SAP EasyNyccess AASIS MENU

3= | | [ENg| 2] ] [=][=]

(1 Favorites
2 {3 SAF menu
B (3 ofice
B [ Logistics
[ (3 Accounting
= ‘3 Human Resources
2 PPMDT - Manager's Desktop
=3 Personnel Management
= (23 Administration
< {3 HR Master Data
D PA4D - Persannel Actions
72 PA30 - Maintain
) PAZ0 - Display
2 PA10 - Persannel File
2 PATO - Fast Entry
D PA4Z - Fast entry: Actions
[ (1 Info Systermn
b (3 Tools
B (O settings
& ([ Recruitment
B (3 Personnel Developrent
& [ Benefits
[ [ Compensation Management
B [ Persannel Cost Planning
B [ Budget Management
> (3 Pension Scheme
> (1 Time Management
[ Payrall
> (1 Training and Event Managerment
[ ([ Organizational Management
B (3 infarmation System
> (1 Information Systems
N

Sl E e, Hone 0 Danadc (04atn of Arliancas .

1. Follow the menu path or enter
PA20 in the command field;
press Enter
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Display Employee Benefit Data

a8 EE @O

Display HR Master Dat; 2. Enter the
Employee’s
personnel

||| [Period
raonai o Znl| ©rer . 3. Use the left and right
e || e e | scroll buttons to select
[Basice | rom curr. date H
et wemsermesensers fnenee === | the Benefits tab
_ij‘*“ . : © urrperiod ) Current Year
o | Personal E
Direct selection
Infotype STy
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Note: If you do not know the employee’s personnel number,
use the match code search functionality to search by name.
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Display Employee Benefit Data

& |< Heaq CHE hoan R @
Display HR Master Data

2

5. Click to Display

UE 383230
Benefits <=
text ||| [Period
® Period
-amily Member/Dependents Fr. To
L4 O Today © Currweek
Plans QA1 ) Current month
Plans ) From curr.date ) Lastweek
FlEws ) Ta current date ) Last month
Accounts. it ) Current Year
4. Click the Family

Member/Dependents tab or

enter 0021 for the Infotype

field

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

7. Click to view the
Employee’s information
on other dependents

6. View Dependent
information

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

HRBEN — Benefits Administration

H G @ | O E R 20 AR EEE] @

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0

8. View Dependent
information
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Display Employee Benefit Data

11. Click to
Display

EEstbgroup LD,

[_ -

| B .

10. Click on Health Plans or

enter 0167 in the Infotype field
=L

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

[11/21/2004| 12/31/9999 11/12/20084

Plan HHOZ,

General plan data
Benefitarea

Plan type

Benefit plan

Health Plan Option
Dependent Coverage

US state of Arkansas-Us
MEDI Medical

HMO2 Health Advantage HMO
0PT1 Standard HMO ASE1
EC1  Emp + Child(ren) 1

—
—

| Planning Parameters
CostRule Variant

EC1  Employee & Child(ren}1

Note: Notice that the Employee
has Employee + Child(ren)
Dependent coverage for Health

Advantage HMO.
[

Additional fields
Original End Date

12. Click on the Dependent tab.

HRBEN — Benefits Administration

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

) |« Hiea@ DM atas BHE @m
Display Health Plans

14. Click ‘Back’

/pe of depende

13. Verify that the Dependents
have been selected for coverage

5-12
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Display Employee Benefit Data

2%E [16. Click to
wame | Display
Eegop T

EEsubgroup UG

B
B
B
B

T

15. Click the Insurance
Plans infotype 0168
L2

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

17. View the
Insurance
plan data

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

20. Click
toDisplay |

EEstbgroup LD,

B
|_
u
|_
u

19. Click on the Savings ans or ="
enter 0169 in the Infotype field

Insurance Plans _-

T

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Employee Benefit Data

21. View the Employee’s
Savings Plan data

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0




Exercise
Scenario #6

» Display their Benefits Data. To do this view
the Employee’s Medical Plan information and
note their Dependent coverage.

*Repeat previous exercise with Transaction code
HRBENO0006.

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Demonstration

- Display Overview of Benefit Plan Data

Human Resources > Personnel Management >
Benefits >Overview
(HRBENO0006)

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Overview of Benefit Plan Data

HRBEN0O0S i a @ DHEB anoas

HRBEN - Benefits Administration

SAP Easy Acce
EE &

(1 Favorites
2 {3 SAF menu
B (3 ofice
B [ Logistics
[ (3 Accounting
= ‘3 Human Resaurces
2 PPMDT - Manager's Desktop
=3 Personnel Management
& (3 Administration
& ([ Recruitment
B (3 Personnel Developrent
& {3 Benefits
@ HRBEMNOOOT - Entollment
2 HRBEMOO1 4 - Termination

s AASIS MENU

@ HRBERODO4 - Insurability

2 HRBEMODDZ - Participation Monitar

{E2 HRBERODAG - Participation Overview

> [ Group Processing
b (3 Forms
b (3 Administration
I (3 Flexible Spending Accounts
b [ Retirement Plans
b (3 coBra
B (O claims (asia)
B (1 Info Systern
> [ compensation Management
b (1 Personnel Cost Planning
[» [ Budget Management
B (1 Pension Scheme

& [ Time Management

B (3 Payron

B [ Training and Event Management
et PSS .

&
<«

s,

R 1. Follow the menu path or enter
HRBENO0006 in the command field;

press Enter

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Overview of Benefit Plan Data

(SO DHEE S 0O ERE @

Ge"erw 3. Hit to continue

or hit Enter
‘ Nane on  B7/82/2084 [

Direct selection | §|

Persannel no.

r
Plans | Costs | MasterData | Overview |
ID nurmber

&y Display [|@? change |2 confirmation form [ &]&  Evorist |

=3 sefpct |
BEIERE IEE

* Pers Mo [MName
2. Enter the Employee’s
personnel number

[E1/3 |

(bl

/3] J[<][+]

[ <

cln.\\

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0

Note: If you do not know the employee’s personnel number,
use the match code search functionality to search by name.
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Display Overview of Benefit Plan Data

@@ SEE aTLaS BE @D
General Overview of Benefit Plan Data

Direct selection | Selection set | Disnlay
Mame Bail Hadley on E?#DQ#ZED&
Persannel no 55

Plans | Costs | MasterDala | Overview |

1D number
@p Display | # change |[B3  confrmationform  [B[£8[48 Frorist |

|® Select |
b [Health Advantags AMO TZTF2004 - 13731 /a5ag
b US &ble (Basic EE Lifs ASE) ETII004 - 13311880
D US Able-Opt EE Life ASE 152X 020172004 - 1373118589

= Pars.uo. ame APERS Mon-Contrio EE 0%/ER 10% | D8A02004 - 1273198098

55| Gail Hadley T

4. Click on Plan of
choice to expand

L[] L[]

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Display Overview of Benefit Plan Data

(SO DHEE S 0O ERE @

HRBEN - Benefits Administration

General Overview of Benefit Plan Data

Direct selection | Gelection set |

Disnlay
Name Gail Hadley

on B7/82/2004

Persannel no. 55
Plans | Costs | MasterData | Overview |
ID nurnber
&y Display |2 change |3 confimationform  |[2|&|&2  Enorist |
=3 Select |
= 02/01/2004 - 12/31/9989
Option Standard HMO ASE
Dependent coverage Employee v- I
“ Pers.No ‘Name EE pre-tax IS0 61.22 Monthly h 5- Iew resu ts

iﬂ@al\ Hadley

/3] J[<][+]

Payment model
D US Able (Basic EE Life ASE)
B US Able-Opt EE Life ASE 13/2X
APERS Non-Coritrib EE 0%/ER 10%

Twn times a manth

02/01/2004 - 12/31/9999
02/01/2004 - 12/31/9989
063052004 - 12/31/9999

AASIS Support Center, DiAnnette Scott

July’04, Revised to 7V5.0
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Display Overview of Benefit Plan Data

SE@  SHEH0O8(IER @M

General Overview of Benefit Plan Data

Direct selection | Selection set Disnlay
Nane Bail Hadley on  B7/02/2804
Persannel na 55
Plans | Costs | MasterDala | Overview |
1D nurmber
@p Display | change |[B3  confrmationform  [B[£8[4%  Fror st
|® Select |

7 Health Advantage HMO

02/01/2004 - 12/31/9999

L[] L[]

Option
Coverags amount
Payment model

57 LIS Able-Opt EE Life ASE 1302
Option
Coverage amount
EE pre-tax
Payment model

AFERS Non-Contrih EE 0%/ER 10%

Option Standard HMO ASE
Dependent coverage Employes
= Pars. Mo ‘Name EE pre-tax USD 61,22 Manthly i
Pa t model Two times a month
55| Gail Hadley .
5| = US Able (Basic EE Life ASE) 020012004 - 12/31/3999 6 Double c"ck

Bagic EE Life Coverage
USD 10,000.00

Two times a manth
020142004 - 12/31/9898
Ontional Life ASE Zx BAL
USD 40,000.00

USD 9.60 Manthly

Two times a manth
0B30/2004 - 12/31/9598

selected entry for
further details

U [ETR 11) (516) b2l | sapetr | INS 7

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0

0-23

5-23



An AASIS Training Guide HRBEN - Benefits Administration

Display Overview of Benefit Plan Data

gl 00 saHIe@e LR anss HR @B
Display Health Plans

1 8 7. Hit ‘Back’ to get back to the
.. Benefit Plan display screen

“i 112-E6-0815
_051‘301‘2004 1243179999 06/30/2004 TRAIN-HRE1G

Plan HHOZ|

Plan data

Note: ‘Further

General plan data

Benent area U5 Stee of rkansas-Us Details’ takes you to
Plan type MEDI Medical A

Benefit plan HMOZ2 Health Advantage HMO the PA20 Dlsplay
Health Plan Option OPT1 Standard HMO ASE

Dependent Goverage  EE+0 Employee

screen for viewing

| Planning Parameters
Cost Rule Yariant EE+D Employee Only

[—
Additional fields

Original End Date Prew Recalc

U [ETR (1) (518 b=l sapetr

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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General Overview of Benefit Plan D.

HRBEN - Benefits Administration

Display Overview of Benefit Plan Data

8. Click Exit once you are done viewing

Direct selection | Selection set |

Display
Mame Bail Hadley

on  B87/02/2004 ([ ‘

Personnel no. 55
Plans | Cosls | MasterData | Oveniew |
1D number
@p Display |7 Change |03 confimationform | 2[4/ 42 |
|® Select |

A EER] [ ])z]

“ Pars.Na [Name
iﬂsal\ Hadley

] [4][»]

# Health Advantage HMO
Option
Dependant coverage
EE pre-tax
Payment model

02/01/2004 - 12/31/3999
Standard HMO ASE
Employee

USD B1.22 Monthly

Two times a manth

= U5 Able (Basic EE Life ASE)

02/01/2004 - 12/31/3993

Option
Coverage amount
Payment modeal

57 US Able-Opt EE Life ASE 1X/23
Option
Coverage amount
EE pre-tax
Payment modeal

AFERS Non-Contrib EE 0%/ER 10%

Basic EE Life Coverage
USD 10,000.00

Two times a manth
02i01/2004 - 12/31/9998
Optional Life ASE 2% SAL
USD 40,000.00

USD 8.60 Manthly

Two times a manth
063072004 - 12/31/9998

Note: Any Plan
may be viewed by
double-clicking to
expand.

L [ETR (1) (516) b2 sapetr | INS .~

AASIS Support Center, DiAnnette Scott
July’04, Revised to 7V5.0
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Questions and Answers
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